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Report for the week endiag 7 Jamuary 105% from thi RESFNE DISROGITTGN BRANGH

Nedice)

The £iling tem developed during the records
survey of this office has been installed. Training
of personnel will be initisted promptly. The retire-
went of the welical chart files and x-rays for
seperated swployees continues.

ggggnlcumuwl

The files plamnimg phase of this project is
wmmmmsﬁu;shn&yhutaﬂﬁnﬁuiuﬁ4quﬁxhhzﬁumm
will be developed.

Becords Disposition Plans

Anglyets of this Bramch are currently develop-
ing plams for the overall establistment and operation
of the - records scheduling program. It is
hoped thet the major portiom of these plans can be
ﬁmaﬂmnuzﬁ1namﬁmpmdtkmlmﬁﬂmﬁcam£QMﬁiﬂma
Tor Agency usc.

25X1

Chief, Records Dispoaltiom Breach
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Report for wook onding 7 Jarmmry 195, from
FOTHMS MAHAGEMFEHT BRANCH

A statigtiocal summery of forme handlad during the first alx wonths,
¥Y Sh revealed that s of 1 July 1953, 81h controlled forms were
in use, 159 now Pforms vore added ad X0 were cbsoleted for &

neb insrease of 130, As of 1 Jenusxy 195L there were 953 sotive
formg, 606 requidd tiorswore handled in the #ix moathe peried,

Detalled digoussions of tw bagie plan for forms nansgement in
oy geeo neld[ | Purthier discasslons with
will ba required to clarify 211 aspects of nrogran

PRI NG T,

™ seontinusnge of a8 duplicate Mgotionsl file rwintained by & & 5
sud 1hg transfor to Vital Uatorials was digcussed wiih| » | 25X1
O & He ¥Wilo orevicus scussious with d othar O L H 25X1
pergormel had lead to the belief that our alsg could be realised,
subsequent dovelopmends seemed to indicate that the nroposal was

25X1 being stelled, bthilel |34 not sppess to be to favor-

‘ sod to Zhia proposal e Gd azree o consider and aouss
it wlth other 0 & M siaff mexbers,

Another meeting vas held with ' 25X
In/? to dlacues the redeafted ¥1 Information Feport, %W. R 5
wers agreed to and the formwns rotumed to the Priating & Reprodic-

Hon Plat for redraCiing sod new photostats,

Pinsl~type copy and gzzbsw'@tam: copies of the rodrafted | L‘fnﬁwmn
- fornm ware obtained and turned over o] | 25X ey 4
for findd coordination, _

|11 bo sbsent for an extended jericd becsise of
*

Jury :ﬁ? on development of the index has been suspended
ndine e refurs opr avallebill iy of other aselslance.

Justification for yvevislon of tho i‘mrml rarbering systom has bean
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Curpend vequests for approval of now, rovised 2t reprinted foreas
Yoe ' Ho, of Gopies
Bow 2 L,000
Rered podd o e o
Reprintg 000
Tobdla & ﬁ Riss)

forns ousslotod - 2

25X1
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Report for wesk ending 6 January 195h from MACHINE RECORDS PRANCH

Administrative:

25X1

A condition that creates a hazard, ard to some extent interferes
with operations, still exists in the aress sccupied by Machine
Records Branch. There are raised concrete sllis at the sntrance

to the:wings and in the corridor st a fire door. It is wvery
difficult to push carts losded with trays of cards over these sills.
In most cases, femals employees cannot accomplish this without

help from the men, It ie even more difficult to move heavy machines
over these gills, and there is always the possitility of damaging
the machine by breaking the legs or casters unless the machine is
1ifted over the sills. Removal of these sills or ramps over them
was requested by Yachine Records Branch when they moved into this
area.

Operationsl:

5§§cial Projects - Beginning L January 1954, Mechine Records is
being furnished daily employee production reports from Printing and
Reproduction Divieion. These reporis are the source of information
thet is beling transferred to punch cards, and from the punch cards,
recurring reports and statistics will be furnished Printing and
Reproduction Division on & weekly basis,

5

25X1
~Thlef, MECTINE Wecords branch

CONFIDEN 1AL
Approved For Release 2005/11/21 : CIA-RDP70-00211R000300270019-8



25X1

Approved Ror Release@@“ﬁ;mmﬁme-oom R000300270019-8

Raport for the week ending 7 Jeruary 1954 from the RECORDE SYSTRME BRARCH

25X1 | | has been Zentgnated as an Interim
Area Records G4 the Office of Training, and he is

presently spending some time with wvarious staff mesbers of
she Records Services Division mT_tmmmm im Records
Yenagement prisciples. Prior to 25X1
with resertativez of this Divisios, he had enthusisstically
attgcked the problem of adapting the proposed Agency filing
systen to the Office of Training. In doing sq, he hed deviated
sopeyhat frow the starlards which we wish to mataiaien, but
Pallowinr a Alscussion period, he has agreed to chenge hie
edeption. He is moW repEring o re Ave?t for circulation
wnd compments in the Offlce of Training.

or the Office of Tralining wet ﬁ%hl—__i_;\mw
and | bo Afncuss partisipstion by thiwx office iIm
weptings schefnied by the Office of Treiaing to be held on

19 Jesvary, 26 Jamuery a=d 2 February. These meetings will

be with training officers, sfmintstrative officers, an? some
alerical and sterogrephic persompel from the /A, TO/I and

/P sreas. The purpoze of the meetings is to discuss the

clerical training needs im these offices and re- 25X1
guested thai somecne fyrom the Records Services glve
approximately & 5 mipute talk on the proposedt Agency Tilimg

pysten, be preparsd to ansver sny questlons that wmay be

25X 1esked . was sssured that we will be glad to pertici-

pate

Tor the past several weeks this ofPice bas hed oz loea
fvew the ¥otor Puol a vehicle gpecifically sssigmed to nandliing
specinl service requeats betvesn the Mechine Becords Branch and
the Feyroll Branch. The vehicle was vithirawn this week and it
is balleved that we will have scme difficulty meeting the ve-
guirezents Tor this specisl gervice. A log is deing saintained
o document the exset swount of tise required for these trips
and to record any 4ifficulties in meeting the requirements
with the present mumber of vehicles assigseld.

25X1L lthe Motor Pool has asgured us that although the

vericle snd the chsulfeur used Tor the isily TB ceadle run will
be charged to the Notor Pool, we will combinue 2 have thelr use.

08T has now furnished us with 8 1484 of their Vital Materials.
“sohedule Tor thelr periodi® depesit: This 1ist does a0t
”xﬁﬁz%aﬁ“ﬁﬁx%n it;a. nqﬁmﬁ by OSY but to be deposited by OCD.

Chier, Records Sywrens pranch
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| 'ar vaek gﬂing 6 J‘anuary 1952,, from

T BRANCH

L. iriterat Guide

8, PExamined in detail amplse of sdminisirative reports and
staff studies origineted within 08R, Extracted numerous samples

of subquality writing,

b. Visited the Department of Interior Iibrary apd reviewed
their booke on writing.

¢, Revised ssxples of Agenoy writings to show how improvemente
can be mede,

¢, Develored Pirst drafi of the staff stuly, "Improving the
¥riting Ability of Arency Ferconnel Through Published CGuldes,” e
.expect to hove the peper in final form by Friday of this week,

25X1
Sontrol) oar 25X1

hﬁ mst!md of 25X1
mpmducim copies&. phnto—o () wes recormended since
e elear cory ir avallsble for “shuating Freparved the copy for
thir procese,

Chief, Reports and Correspondence
Mansgement Branch :
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HCH for the week ending 6 January 1954

Report of the RECORDS CoTi® §

Agreomertt wag reached with the 000 and Azeney (lasgei f”ieﬁt ien
Corbrol Officer in wegard Lo the method of reclaseliying
"Regtrictec! 115 Cazetieers, Center pergonmel will ﬁim”}l:_&f
gtamp oatch dotument once on the cover the following:
Daclesgiiied
Changed tor Jor Oificigl VUge U
Authority 1 Mewo from Chalrmac
Conmitice, 15 Decerber 1053,

&% the request of Im/*w iy & mm% vas sade 1o Lho -ail 53?:-\'&3 {1
bives to doberming *eoed o krow® i o
publication
braveh, has rece ved a cep, e has malnlelned & record st
¢l these .Na?.z; j &6 well &e similar ecarlfer pulllcatlons of
IS and GBE, lweve:m since Lhe classlfication of the b
dicetion hm; Lee: ralsed from "Resbricted” to "lorridential®,

25X1 is v lomger Inborected in rogeldving & <oy

25X1

Linetywseven mall bane of Uil seterial (appreximetedy 200 eu
4.) were returned Ly the Alr lerco. %o dete, the tobal wo »a
af $hedr reburns iz 300 cu. £k

er Lronch
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Average Veek
This Weak ‘I_.gt Fiscel Year
L M es Fiimed - Rotary Ca 0 18,697
s - gy o L
Flat-bed Canera 8,465 9,
2. Mail Activities |

. Post Office Mall ‘

Incoming 5 250 5,064

Gutgoing l96 6,537
t. Postage sxpended s €5 $800.12
e. Sehednled courier trips 7 215 240
&. 8pecisl courier trips , 53 55.3
&, Imter-Agency wmall by courler

Taccang 728 £5

Oubgoing 807 _ 1,31%
£. Persomnel metioms:

Recrultornts 4] -

Beprrations O -
g. Use of Motor Pool Vohicles: '

Aveilable , o

Awailable but delmyed g -

ot avallshle
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